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Sebedule of Requiraments Far Time And Attemdamee Reperts, Duty Status Reperts
and Performance Reports

Esplaymant. Categery

Staff Employees st Besdqmarters
(Netrepolitan Area) pald frem
wouchered funds. 25X1A

Staff Employses outside of U.S.,
paid salary at the statiem
from veuchered funds,

Staff Employees st Hesdquarters
(Metrapelitan ASila), paid fram
confideatial funds (exvept

I 25c 25X1A

Staff Bmpleyess outside of U.S,
paid by Headguarters frem
confidential funds (except

*(suu Emplogees) owtside

of U.5, peid by Hesdquarters frem
confidential fumds,

25X1C

Forn of
Eepens

Form 20
{Manilh)

Foxa 20
(Monilla)
Form 1027

Form 20a

Forn 208

Form T64

Form 764

fartifieg By
Supervisor/Timskesper

Supervisor/Iimekeeper
Superviser/Timekeoper

Superviser/Timekveper

Suporviser/Tinskesper

Chief of Statien or
Base

Chief of Statien e
Base

§oBlmllek T

Due in Hesdquarters puyroll office by 1800 howrs of the Neaday follewing
end of biweekly peried, Footuete 1/
Due

in Hesdquarters payrell sffice =23 seen as possible fellewing end
of biweskly pexied, Feetaote 1/

Dus in the station payrall wait iwwdistely follewing the end of 8
biweskly peried.

Dne in Headquerters payvell office by 1860 heurs of the Noaday follewing
esd of 204 bi~weekly pay period,

Do in Headquarters payrsll office as seen ns possible fellewing end
of Iud hi~weekly poy pexfod.

Fouch te Headquarters motvlater tham 3 days sfter end of reperting
period (or by first available peuch thereafter.) Feetsste 2/

A repert to Besdguarters will be reqeired ONLY for evertime or holiday
work suthorized and perfexmed. Heports, whem requived, will be pouched
as specified for other staff employees,
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Esplonwont Cotegory

o Stafi Agents st Besdquarters (metro- popy
politan Ares), paid en busis of 2 o e
bi~weekly periods
perml). 25X1C

Form of
Repery. .

,  Staff Agents outside of U.S., whe
report regalarly thrsmgh a
Chief of Statien or Base.

Form 764

,  Staff Ageats outside of U.S.,whe Form 764
for secarity ressens ure and
precluded frem repertisg Kemor sn~
regulurly throggh statien dun
personnel,

, Staff uis entside of B.5. Form 764
25X1C

3 outside of E.5,

 Staff Form 764

25X1C

3 Coutract perssamel (agents, Form 764
snployees, caresr, but exelwding

‘WehoE.8) fersign or demestie,

who by reason of their cemtract

are eatitled to ovartime and

boliday poy the sase as staff

porsonnel,

Selisl ~RoE~T
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Cortifind By

Sase Officer

Chief of Station or
Bass

Chief of Stution

or
Headquarters Case
officor

Chief of Station ey
Base

Chief of Station

Case Officer (at

arters) Chief
of Stution or Buse
in field,

Due im Headquarters payroli eoffice as seos as possible sfter emd
of reporting peried.

Poush to Bemdquarters met later than 3 days after md of repeting peried
(ex by first sesilable pouch theveafter)  Footmete 2/

Pouch 0 Besdquarters met later than 3 days after end of reperting pekied
{er by first awailsble pouch thereafter.) bhen security and/er cover
considerstions precinde rsguliar reports from the fleld, the Hesdquarters
sass officer will prepare and sabmit a wemorsdum te the puyrell office
cortifying that fsr reassus stoted therein o regelar repert commet be
furnished and giving the e % whish Ferms 764 wil}
be furnished. A Form 764 fer oneh peried mast be provided eventaslly. Is
the interim, the Headquarters cuse officer shell certify by memorandus te
the payroll effice at the end of each pay peried that the igent was in a
duty ststus amd is ontitled to the pay for that peried pesding receipt of
Form 764 from the fleld, Feotante 2/

Pouch to Headquarters met later thas 3 duys after and of reporting period
(or by first swailsble pouch thereafter),

A report is Headquarters will be required ONLY for evertimwor holiday work
;cﬁmim and pexformed. Pouch as seon as peshible after emd of reportisg
od,

liee 1u Besdqmarters payroll office ax soen as possible after tiwend of a
reperting peried., bSistiens abroad will pouch to Bvadquerters met lzter
thas 3 days after ead of reporting period (or by first sweiladle ponch
thereafter), Footnete 2/
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Sl oyl
Foxm of
Emplorment Catogwry Bepext. Eaxiilied By
Contrumt percesnsl (egents, cuployess :
caresr, but emsluding %.A.K.8) Mo are
net ivelnded in extegery 13 sbeve,
Under jurisdietion of Headquarters. Form 453 Case Offiser Hoe in Wendquarters payvell office met later than 3 duys after the
close of the reporting period. Feotaste 2/
Under jwrisdiction of a field Form 433 Fleld Cave Officer Poach te Headquarters within 3 duys of end of repertimg peried
natien ar base or imdividusl {or by first awsilable powsh Shaxesfier). Fostast e 2/

report
Form 20, Time snd Attendsnce Kepert, (Yollww) will be used in lieu of Form 20 (Nenilla) to prepere mmewded time sud stieddunce reports, to/enpleyees
st yet of record ond for whom » Form 20 (Nsmilla) wes met received, asd to prepare supplemsntal reperts.

In view of the time yegquired to pouch deonments from the flold ond the wnforesesa delays whick sastises secur, bhewaver, sheuld payrell decumentsiien
ot be recelved of Besdquarters for field perspusel, sud e infersetiocs hes bees received fremisther geurces to preclude payment, sslery sad sllewsnce
payments wiil be sentinsed for eight bi-weekly pay perieds (twe 4-wwok periods) for staff employess, steff sgents, snd cavesr ageats sad will be
cantinwed for sther contrmst sgent persosmel for 2 mamths before setiow will be imitiated by the Finamee Uivisien st Hewdquarters to withield pay.
'n::u;:r m;mu:’;m potify the respemsible Opersting Division eor Staff st least 10 days before s paymest is withbeld becanse of menveceipt of

a Porm or Form 438,
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